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                     iProspects E-guidance Skills Training Booking Form

E-Guidance: providing information, advice and guidance 

at a distance to clients – 1 day workshop

	DELEGATE PERSONAL DETAILS (please use block capitals)

	Mr/Mrs/Ms/Miss/Dr
	Surname
	Forename

	
	
	

	Job title
	Organisation

	
	

	Are you a registered student of the ICG?
	Current course and place of study

	Yes/No (please delete)
	

	Contact Address (all correspondence will be sent to this address unless otherwise stated)

	

	Postcode
	Email

	
	

	Telephone
	Fax Number

	
	

	Any special requirements?
	Any special dietary requirements?

	
	

	Date of training event (please state)
	

	How did you hear of this event? (please state)
	

	
	
	
	

	AUTHORISATION – Authorisation must be completed before booking can be accepted and actioned. I have read and agreed to abide by Graduate Prospects Ltd’s Terms and Conditions on the back of this form

	Payment authorised by (name of budget signatory)
	
	Organisation (Job title)
	

	Organisation
	
	Purchase Order No. 

	

	Invoice address (if different from above)
	
	Date
	

	Cheque enclosed (made payable to Graduate Prospects Ltd)

	

	Payment by BACS (sort code: 010531; account number: 93355165; NatWest Bank)
	
	Date of BACS
	


How to book

1. Email: enquiries@iprospects.co.uk (emailed booking forms will only be accepted with a purchase order number)
2. Post to: iProspects Sales Team, Graduate Prospects Ltd, Prospects House, Booth Street East, Manchester, M13 9EP
3. To make a provisional booking call the Careers and Guidance Services Administrator on 0161 277 5343
Please note that we will only confirm your place on the course once we have received a completed booking form. You will then receive an email acknowledgement confirming your place. Joining instructions will then be sent nearer to the training date.
TERMS AND CONDITIONS

General

· The fee for this event covers all written materials, lunch and refreshments.

Fees

· A VAT invoice will be sent within seven days of receipt of your Booking Form to confirm your reservation.
Payments

· Payment is required 30 days from date of invoice.

Payment Method

· Payment can be made 3 ways:

1. By cheque, made payable to Graduate Prospects Ltd. Cheques should accompany the booking form;

2. By BACS quoting sortcode: 010531; account number: 93355165; to the NatWest Bank

3. By invoice, quoting a purchase order number

Substitutions/Cancellations

· Upon receipt of your booking form, your place(s) will be confirmed.

· Any cancellation/substitutions must be received in writing before commencement of the event.

· Payment for cancellation is as follows:

· 0-14 days 100%, 15-30 days 50%, 31-60 days 25%

· A substitute delegate can be selected no later than 7 days prior to commencement of the Conference, after which an administration fee of £10.00 will be charged. Cancellation fees will still be applicable as stated.

Important Note

· This booking form constitutes a legally binding contract. 
· It may be necessary for reasons beyond the control of Graduate Prospects Ltd to change content and timing of the programme. 
· In the unlikely event of the programme being cancelled, Graduate Prospects Ltd will offer you the option to either move to the next available training workshop or will make a full refund but disclaim any further liability.

· The details you provide will be held on the Graduate Prospects Ltd database.

· Formal confirmation of your place on the training course will only be emailed to you once we have received a completed booking form.
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